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Job Advertisement: Senior Administrator (Permanent Position)
The South African Geomatics Council (SAGC) is seeking a dynamic and experienced individual to fill the position of Senior Administrator. This permanent role will be based at our office in Bruma, Johannesburg.
Job Title: 	Senior Administrator
Location: 	Bruma, Johannesburg
Salary: 	Equate Grade 9/10
Job Type: 	Permanent
Closing Date:  28 August 2026
Application: 	Interested candidates should send their CV to hr@sagc.org.za 
Main Purpose of the Job
To provide administrative support, ensuring efficient operations and systems within the Profession Support department, and coordinate activities related to registrations, examinations, Continuous Professional Development, education and accreditation.
Key Responsibilities:
· Administer and monitor the online applications on the SAGC management system for registrations of candidates and members and handle new member registration applications following the screening process criteria developed by the Council.
· Process foreign qualification matters in the SAGC Management System.
· Prepare a report on recommended outcomes of registration applications for review by the Manager: Profession Support. 
· Send response letters to new applicants and about examination results.
· Provide data for the periodic reports on all registrations and (recommended) deregistrations, including confirmation of payments. 
· Initiate and monitor the deregistration process of non-compliant members.
· Administer and monitor the submission and capturing of CPD points by members and collate data for periodic CPD reporting.
· Perform administration and logistics tasks for examinations (such as liaison with examiners and venues) for review by Manager: Profession Support. 
· Facilitate submission of examination results by examiners to SAGC.
· Maintain and update departmental records for registered members, education institutions, and training providers, ensuring compliance with SAGC policies, statutory prescripts and data protection regulations.
· Oversee proper management of the profession’s support databases and filing systems and compile and analyse departmental performance data to support reporting and decision making.
· Assist in developing, updating, and implementing policies and procedures for the Professional Services department and ensuring departmental adherence to governance standards, organisational policies, and legislative requirements.
· Support audit preparation and compliance monitoring within the department.
· Assist in planning and coordinating allocated departmental projects, ensuring adherence to timelines and budgets.
· Liaison with other departments and stakeholders to facilitate the execution of projects and initiatives.
· Monitor progress on departmental objectives and draft progress reports for review by the Manager. Profession Support and serve as the primary point of contact for the Profession Support department, managing enquiries from internal and external stakeholders.
· Draft responses to routine enquiries and escalate critical issues for the Manager: Profession Support.
· Foster positive relationships with key stakeholders, including regulatory bodies, registered members and service providers.
· Identify potential risks and maintain a risk register for the profession’s support activities.
· Prepare reports and presentations on compliance metrics, risks, and governance updates for management review and make recommendations for continuous improvement.
· Ensure confidentiality of sensitive information related to members and the profession’s support activities.
· Draft and recommend a development programme for interns within the department and oversee their development and performance.
Qualifications and Experience:
· Minimum Qualification: Grade 12 and NQF Level 5 in Business Administration, Public Administration or other relevant discipline.
· Post-School Qualification: NQF Level 6 in Business Administration, Public Administration or related discipline.
· Experience: At least 5 years of administrative experience, preferably in a professional services or regulatory environment.
· Proven experience in project coordination and stakeholder management
Skills and Competence Requirements:
· Sound inter-personal competence.
· Sound written and verbal communication skills.
· Sound computer literacy (Word, PowerPoint, Excel and Outlook).
· Familiar with online meeting platforms (Microsoft Teams and Zoom)
· Proficiency in the registration and CPD management system.
Desirable Knowledge:
· Discretion and trustworthiness.
· Problem solving and analysis skills.
· Collaboration.
· Digital proficiency.
· Self management and stress tolerance
Attributes:
· Ability to maintain high work standards under sustained pressure and frequent deadlines.
· High integrity, and credibility with council leadership and members
· Ability to build strong relationships with internal and external stakeholders.
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